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1. Overview

Audience

The audiences for this User Guide are VISTA Sponsors.

Purpose

The purpose of this User Guide is to provide you with a necessary tool to help you
understand how to use My AmeriCorps (“the Portal”’) through the eGrants interface. It
will also help you to understand the processes, benefits and functionality that are
related to Recruitment, Member Management, and Close-of-Service.

Contents

In this User Guide, you will find an overview of the Portal with step-by-step instructions
and screen shots for the Release 3 functionality that is available to you. The focus for
the VISTA Sponsor is on the following components and the User Guide will emphasize
these processes:

* Recruitment & Application Process

* V-81 Transportation Forms

* In-Service Training Requests

* CNCS Events

* Sponsor Verification Reports

e Future Plans Forms



2.

Key Changes for Release 3

2.1,

Process Changes

The paper-based Close-of-Service (COS) process will now be automated in the
system, allowing members, supervisors, and State Office Staff to complete their
portion of the Future Plans Form online.

The Training Request process for outside training events will be automated in
the system, allowing VISTA sponsors to request funding approval from the
State Office through the Portal.

Sponsors will now directly enroll their members and/or supervisors in CNCS
events within the portal.

Sponsors will be notified via email to access the portal to print out a Sponsor
Verification Report that they can fax to the State Office every two weeks.



3.

New Users

3.1.

System Overview: Using eGrants/My AmeriCorps

If you are new to the Corporation for National and Community Service or AmeriCorps
VISTA, this section will provide you with a brief introduction to the system.

3.1.3 Hardware and Software Requirements

The following hardware, software, and settings are recommended to take advantage of
all of eGrants' features:

Computer

eGrants works best on later model PCs or Macintosh computers of the Power
Macintosh generation or later. Earlier or less powerful machines, such as 486 PCs or
Mac Classics, may run acceptably when paired with a fast internet connection,
assuming the computer contains sufficient memory to run one of the browsers
specified below.

Internet Connection

eGrants can be accessed by machines using DSL, T1, cable modems, or dial-up
connections using a modem rate of 28.8 K Baud or higher. It is not recommended that
an "online service provider,” such as AOL or Compuserve, be used to connect to
eGrants, because they present special training issues for novice users.

Browser

eGrants works best with Microsoft Internet Explorer 4.0, Firefox 1.5, Netscape 3.0, or
higher.

Browser Settings

Your web browser's popup blocker must be turned off in order for you to edit or view
some eGrants pages.

It is not necessary to accept cookies or to have a Flash player loaded to view eGrants.

3.1.2 eGrants: Grants Management

eGrants is the Corporation for National and Community Service’s web-based system
for:

* Submitting and tracking grant applications and concept papers;

* Peer-reviewing on-line grant applications;

* Negotiating and awarding grants and cooperative agreements;

* Managing grants and cooperative agreements including processing
amendments, continuations; and

* Financial Status and Progress Reporting.



In short, eGrants is an online system designed to automate the entire grants
and project management process from application to closeout. It allows
applicants to find funding opportunities, apply for grants or projects, and
manage grant reporting online. The system also allows the Corporation to
review applications, award grants, and manage those grants and projects
efficiently and effectively.

3.1.3 eGrants: Recruitment and Member Management

eGrants now also serves as the gateway to using (the My AmeriCorps) functions for
recruitment and member management. These functions will be used within eGrants,
but also connect to the Corporation’s My AmeriCorps member portal. Using this
functionality, you can:

* Create and update VISTA project descriptions

* View member applications and references for your VISTA project
* Verify documentation for citizenship

* Submit the Sponsor Evaluation and select applicants

* Approve assignment-related transportation forms (V-81)

* View and sign member Future Plans Forms

* Enroll members and supervisors in CNCS-derived events

* Generate sponsor verification reports

* Submit In-Service Training Requests for CNCS funding

» Search for members serving on your project(s) and access their contact
information

3.1.4 My AmeriCorps: Connecting Applicants & Members to Sponsors

As a VISTA Sponsor, the data you enter and manipulate in eGrants with respect to
Recruitment and Member Management is also part of the My AmeriCorps portal. For
those of you who are new to My AmeriCorps, it is an online space designed to manage
the AmeriCorps experience for our volunteers.

What this means to you is that the application data you see when an individual applies
is actually directly entered by the applicant using My AmeriCorps. When you select the
individual for your project, their selection is immediately reflected in the customized
home page for the applicant. As My AmeriCorps grows in maturity, you will see
increasing benefits of having this connection to your members. My AmeriCorps links
you to your applicants and members and vice versa.



Applicant/ Project V81 Forms
Member Data Listings

Future Plans Training CNCS Event
Forms Requests Information

Applicant Uses...
To enter and
access...

E&Y) My AmeriCorps

The site is built to be interactive so that when a member applies to your program, you
will receive an initial email notification. This also occurs when you receive a V-81 form
or Future Plans form from a member, or when one of your training requests is
approved or denied. As you change the status of an application or request form, the
applicant or member also receives an alert to check the status. This keeps the process
as transparent and progressive as possible.

My AmeriCorps Portal User Guide — VISTA Sponsors



4. Create an eGrants Account

To use the functionality of the Portal, users must have an eGrants account. If you do
not have eGrants accounts, you can create one from the eGrants login page

(https://egrants.cns.gov).

Process

1. Click on the “Don’t have
an eGrants account?
Create an account” link to
create a new account.

2. Click on the link to “create
a grantee account.”

3. Click on the link that
indicates that it is your first
time using eGrants.

My AmeriCorps Portal User Guide — VISTA Sponsors

User Name I_ i 2]
Password | 2
'O remember me

The Carporation for National and Community Service actively monitors this system and software
activity to maintain systern security, availability, and to ensure appropriate and legitimate usage.
Any individual who intentionally accesses a Federal computer or systemn without authorization, and
who alters, damages, makes unauthorized modifications to, or destroys information in any Federal
interest mi-nputer, or exceeds authorized acoess, is in violation of the Curhputar Fraud and Abuse
Act of 1986 (Public Law 99-474), Any evidence of possible violations of proper use or applicable
laws found a5 a result of this monitoring may be turned over to Corporation Management and law
‘enforcement, Any individual found to be in violation of the systern proper use rules or law could be
punishied with loss of system access, fines and imprisonment, By proceeding, you hereby

knowledge your agr it with these terms and the system's rules of behavior aﬁ_d consent
to such monitoring and informational retrizval for law enforcement and other official purposas.

Login to eGrants B

Forgot your password? Get help 8

Don't have an eGrants account? Create an account B

Yiew system rules of behavior @

Click here to disable the pictures []

ANTS
Pinase chck on one, ot the followng links to craste an spproprste nGranis sccount.
Became @ Peer Heviewer @

Lewate a firantee accaunt @

Already have an eGrants account? Proceed to Login @

£ [} A

HECOME K GRANT ARPLICANT

Pleaie seloct one of the H'hnlnn epbmivy balaw,

Already have an eGrants accaunt? Proceed to Lagin @




4. Complete all of the

required fields. Be sure
that your contact
information is correct. The
password requirements
are:

a. Must contain at least 8
characters

b. Must contain at least 1
number, but cannot
begin with a number

c. Cannot contain a word
found in the dictionary

d. Cannot contain special
characters such as
|@#$%N&*()_?><

e. Cannot contain your
username

Click on “next” to advance
to the next screen.

Enter your EIN (Employer
Identification Number) and
click on “next” to advance
to the next screen.

Become a Grant Applicant
[l [ enve | oot

Welcome Guest

B Login Informastion
Enter ELN# Login Information

Select an Grganization

Please enter your login information. Al questions marked with an asterisk (*})are required.
Organization Infarmation
Grantee Phone Humbers

Review and Submit # First Narme:
* Last Name:

Title:

* User Name: fex: rsmith,
rsmithz004)
* New Password:
* Retype New Password:
* Password Question: | Choose Password Question ... %

* Password Answer:
* Emnail:

* Retype e-mail:

[“cancel | save | x|

508 Approved |Report a Bug | ensble the picturss

Become a Grant Applicant

Welcome Jerome

Login Information

B Enter EIN# Enter EIN #

Select 2n Organization Flease enter your arganization's ETN#,

Crganization Information

Grantee Phone Numbers

Revien and Subrmit Enter your EIN #:

508 Approved |Report a Bug | enable the pictures

My AmeriCorps Portal User Guide — VISTA Sponsors 7



7. Select an option to either
create a new profile or to
select an existing
organization.

8. Click on “next” to advance
to the next screen.

9. Review your information
and click on “next” to
advance to the next
screen.

10. Enter your phone
number(s) and click on
“next” to advance to the
next screen.

My AmeriCorps Portal User Guide — VISTA Sponsors

Welcome Jerome Become a Grant Applicant
Create New Profile Menu next @

Login Information

Enter EIN#

|8 select an Organization Select an Organization
@rganization Information rour EIM# already exists in our recard of organizations. Please make a selection below, and
Grantee Phone Mumbers click next to proceed, or back to try another EIN.

Rewi d Submit
suisw s subm List of Drganizations with EIN# :

o O Creste a new organizational profile far EIN# 22 . OR select an existing
org below
« O Cormnrission of Citizen Service

f02 Approved |Report a Bug | enable the pictures

Welcome Jerome Become a Grant Applicant
Create New Profile Menu _ 2]

Login Information

Enter EIN# Organization Information

Select an Grganization . . . .
Please rewiew your selected organization's infarmation. Click on the "next" button to proceed
B Organization Information
to the login information.
@rantes Phone Humbers
Feview and Submit Please return to the "Select an Organization" page to select another organization, You can

also start new by entering a new EIN# in the "Enter EIN#" page.

PennSERYE: the Governor's Commission of Citizen Service: EIN# 236003107

Organization Type: State Government

Organizational Characteristics: State Commission

Address: 1306 Harrisburg, PA 17120
Phone; 717-

Fawn: 717-70

Email: test@cns.gov

s08 Approved | Report a Bug | ensble the pictures back | save | next® |

Welcome Jerome Become a Grant Applicant
Create New Profile Menu next B

Login Information

Enter EIM#

Select an COrganization Grantee Phone Numbers

Crganization Infermatian Please enter your phone/fax information below. All questions marked with an asterisk (*)are
B Grantee Phone Numbers required.

Review and submic * Daytime Phone: [ [ [ Jext.[ |@
Ewening Phone: [ [ [ |@
P [ [ 1 1@
cel: [ L 1 ]@

S0Z Approved | Report 2 Bug | enable the pictures back m




Conduct a final review of your
information:

11.Click on “change” to select
a different organization or
to create a new one.

12.Click on “edit” to change
your login credentials.

13.Click on “edit” to change
your daytime phone.

14. Click on “submit” if your
information is correct.

Welcome Jerome

Login Information

Enter EIN#4

Grantes Phone Murmbers

B Review and Submit

508 Approved |Report a Bug | enable the pictures

My AmeriCorps Portal User Guide — VISTA Sponsors

Become a Grant Applicant

Please review and submit your information

Please review your infarmation and click on the "edit" to make any changes,
Organization:
EIN #: 236
Organization Type: State Government

Organizational Characteristics: State Commission/alternative Administrative Entity
change

Governor's Commission of Citizen Service

Username: jhettis

Password Question: Favorite calor
Answer: Gold

Email: ntichon@cns.gov

edit

Daytime Phone: (202) 606-7534
edit



Thank you

15.View confirmation, as well
as helpful numbers and
contact information for
further assistance. The
Grantee Administrator will
receive email alerts when
new users can be
assigned the appropriate
roles in eGrants.

Go to eGrants Login @

16.Proceed to login.

Forgot your password? Get help 8

Don't have an eGrants account? Create an account @

¥iew system rules of behavior 8

My AmeriCorps Portal User Guide — VISTA Sponsors 10



17.1f a new user has not been |
Create New Profile Menu

assigned a role by the Losin infarmtien
Grantee Administrator, the | oo o
Grantee Phone Murnbers

user will be directed to this |g..... .o cuns
screen upon logging in.

My AmeriCorps Portal User Guide — VISTA Sponsors

Please review and submit your information

Please review wour information and click on the "edit" to make any changes.

Organization: Governor's Commission of Citizen Service

EIN #: 23€

Organization Type: State Government

Organizational Characteristics: ‘alternative Adrministrative Entity
change

Username: jbettis

Password Question: Favorite color
Answer: Gold

Email: ntichon@cns.gov

edit

Daytime Phone: (202) 606-7534
edit

508 Approved |Report 2 Bug | dissble the pictures m
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5. Basic Navigation

5.1. Accessing the My AmeriCorps Portal Functions

5.1.1 eGrants Interface

Sponsors access the My AmeriCorps portal functions through the eGrants interface at
https://egrants.cns.gov/ using their eGrants login/password. If you do not have an
eGrants account and will need to access the Portal functions within eGrants, you'll
need to contact your Grantee Administrator to be granted access or use the login page
to create an eGrants account.

<
=
O:
=1
o
—
@

COMMUN
SERVICES

K2

User Name
Fassword
O remember me

The Carporation for National and Comrunity Service actively monitors this system and software
activity to maintain system security, availability, and to ensure appropriate and legitimate usage,
Any individual who jntentionally accesses a Federal computer or system without authorization, and
who alters, damages, makes unauthaorized modifications to, or destroys information in any Federal
interest cornputer; or exceeds authorized access, 150 violation of the Cormputer Fraud and Abuse
Act of 1986 (Public Law 99-474), &ny evidence of possible violations of proper Use or applicable
laws found as a result of this manitoring may be turned overto Corporation Management and law
enforcement, Any individual found to be in violation of the system proper use rules or law could be
purished with loss of systemn access, fines and imprisonment, By proceeding, you hereby
acknowledge your agreement with these terms and the system’s rules of behavior and consent
to such monitoring and informational retrieval for |aw enforcement and otherofficial purposes,

Login to eGrants B

Forgot your password? Get help B
Don't have an eGrants account? Create an account B

View asvatem riulec of hehavine B

If you forget your password, the eGrants Help Desk can send you information for
resetting the password to the e-mail address you provided when you created your
account. After resetting your password you will be able to log back into eGrants. If you
attempt to log into the system three times in a single session without providing the
correct password, your account will be locked and you must contact the eGrants Help
Desk to have it reset.



5.1.2 User Roles

Existing eGrants users who need to use the recruitment and/or member
management features of the My AmeriCorps Portal will need to get new roles assigned
to them by their Grantee Administrator.

New users will need to first have their eGrants account set up with specific roles to
use the Portal features within eGrants.

You will need one or both of the following roles to use the various portal features
within eGrants. The activities you can complete with each role are listed below:

Grantee with Recruitment:
* Create and update service opportunity descriptions

» Search for applicants, by individuals, skill sets, language, education level and
availability

* Access applicants’ contact information, profile, and personal information
* View applications

* Reach out to applicants to alert them to service opportunities

* Review references submitted with applications

* Select or reject applicants

Grantee with Member Management:
* View and approve V-81 (Use of Vehicles) forms

* View and sign Future Plans forms
* Search for, view and enroll members/supervisors in CNCS events
* Submit In-Service Training Requests

* Review and submit biweekly Sponsor Verification reports



6. Using the My AmeriCorps Portal: Access and
Navigation

6.1. My Home Page

After you log into eGrants,
you can access the Portal
from links listed under the
“View My AmeriCorps Portal”

home | myaccaunt |  help logout

box.

| vi
Once you click this link, you Welome ane Sl
can access all areas of the B 1 closed

a oncept Papers

Portal using the four top
navigation tabs (or
Workbaskets): Recruitment,

Ereating an Application Managing My Account Reparung to LNLS

V-81 Forms, Future Plans o cimien
Forms, and Training. Since N s el s
yOUI' pl’lmary portal Concept Paper B EgualOypolnty succy B Progress Report Supplement 8

508 Approved | Contact Help Datk | dizsble the pictures

responsibilities fall under the
Recruitment category, this
page will be your default
Home Page view.

6.2. My Workbaskets

The Portal is designed to group pending tasks by type and display them in separate
areas for ease of access. These areas are called Workbaskets and are specific to
each user. This means a user can only view data and perform tasks in the Portal that
they have access to.

My AmeriCorps Portal User Guide — VISTA Sponsors 14



6.2.1 Recruitment/Pending Applications

The Recruitment Workbasket |[ ...z, o5z on, cor
is your Home Page. This
Workbasket will display all
pending application
submissions for your
project(s). Also, you may use
the Recruitment links in the
left navigation on this tab to
create and edit service wswmes (|| (emetenncs, | SR T (NS
opportunities, search for T

potential applicants, and

Workbasket

Your search returned 1 results,

Mamsgn unitks >m1ia:amn bisting b Daste Submitted | Statur) | DatsAvaiisble b
SearCh for appllcatlon Recruitment Workbasket steven ung UCAN - Phoenix School  04/10/200% Selected  04/30/200% print
. . 8 visTA Workbasket
submissions.

WISTA Reports

6.2.2 V-81 Transportation Forms

This tab will display all V-81
transportation forms
submitted by members
serving on your project(s) that
are pending your approval.

Portal Home

Trainee Profile Panding ANEations | ¥-81 Forms “ Future Plgf Farms H Tesining

search Potantisl Applicants

Saarch Subrmittad
applizations Click hers for help,

Mansga Members T - ) B | Pp—
lﬁw Rt st Modiflod ot I istatn | (NSew ety
Manage Events O = - — -

Reauitment Workbasket
B VI5TA Workbasket

VISTA Repatts

My AmeriCorps Portal User Guide — VISTA Sponsors 15



6.2.3 Future Plans Forms

This tab will display all Future
Plans Forms submitted by
members serving on your
project(s) who are reaching
the end of their service term.

6/11/2009, 05:28 PM, EDT

Workbasket

Portal Home

” Future Plans Forms | Traigng

in=e Profile

Periding Applications |

WL F:_i&

Search Potantial Applicants

S=arch Submitted Click hare for halp,

Applications

Manags Marmbers Mo ratches

Manage Events Your search returned 0 results,
Rearuitmant Workbasket Member Hamns b ” andam \mw Lestoisdisd = || Searust

B 15TA Warkbasket

WISTA Reports

6.2.4 Training

6/11/2009, 05:39 PM, EDT

This tab will display both
CNCS events that you have
enrolled members and/or
supervisors in, as well as
Training Requests for funding
that you have submitted to
CNCS for approval.

ST
E&Vl OIT

Trainee Profils Pending Application= || W81 Farmis
Sesrch Potential Applicants
Saarch Submitted o matches

Manage Events

Recruitment Workbasket

ﬂVISTA Workbasket create training request

VISTA Reports

My AmeriCorps Portal User Guide — VISTA Sponsors 16



7. In-Service Training Requests

7.1. Overview
In-service trainings are any training that occurs during a members’ year of service.
These are CNCS-sponsored events and outside trainings identified by the sponsor,
site supervisor, or a member. Only sponsors have the ability to submit these requests
on behalf of one of their members. When you submit a request, it will be sent to your
State Office for approval.

7.2. Create Training Request

Process

1. From the Training tab,
click on “create training
request” to access the

Training Request form. \

Mo rnatches




2. Enter basic information Welcome Maria
on the training event,
including the name,
location, dates of the —
event, and the total

estimated cost of the
training. < Err—
State [orEGON =

Dates of Training

3. Describe the purpose of
the training. N

4. Describe how and where Additional Information
you discovered the AN
training.

5. Enter any additional
information about this
training you want the
state office to know.

this

training event?

other VISTA program

n about this training

=
E
=
=l
=
6. SeleCt attendees fOI' the Select the type of AmeriCorps Members or CNCS staff that will be attending this training

training. You may select
members and/or q

supervisors by project \ B

€ Project Team [ =l

I Members

@ Individual Supervisors

team or individually.

All members, including
alumni, will show on the
list, but only requests for
current members can be
approved.

Member

7. Click on “save” to submit
the request to your State __
Office for approval.

You will be directed to the
Training tab. The training
request will now appear in
your Training Requests

section. The status will
read as pending.

7.3. Edit Training Request

Once you create and save a training request, it is submitted to the State Office for
approval. Until the request has been approved or denied, you may update the request.



Any edits you make on the form will update the request submitted to the State Office
as well. You will not be able to edit the request once it is approved or denied.

Process

1. From the Training tab,
click the “Event Name” of
a request with a
submitted status to edit
the Training Request
form.

2. Update the form as
necessary, including the
attendee selection.

3. Click on “save” to submit
the updated request to
your State Office for
approval.

You will be directed to the
Training tab. The training
request will remain in your
Training Requests
section. The status will still
read as submitted.

My AmeriCorps Portal User Guide — VISTA Sponsors

\ [N
m
Portal Home
Trainee Profile V-81 Forms Future Plans Forms Training

Manage Members
Manage Events Results 1 Through 1

B VISTA Workbasket Your search returned 1 results,

VISTA Reports ID»  EventlNagma # Attendees ) Date Submitted ¥ Status ¥
19 Teamwork at a Distance 5/14/09 12:53 PM  SUBMITTED

create training request

Welcome Maria Yiew Training Request
Portal Home
ral rofile

Training Events
Create Training Requests

Manage Events Name

Name of Training Teamwork at a Distanc

VISTA Workbasket

VISTA Reports
Location
City Portland
State [orEGON =l

19



7.4.

Read Training Request

Once the status of a submitted training request is no longer “pending,” but rather
“approved” or “denied,” you will not be able to edit the request. When you click on an
approved or denied training request, you will arrive at a read-only view of the form.
This view will also allow you to view any additional comments made by the State

Office, including the reason for denial if the request was denied.

Process

1. From the Training tab,
click “Event Name” of a
request with a pending
status to edit Training
Request form.

2. Review the information
you entered.

3. Review whether the
request was approved or
denied.

4. Review additional
comments/reason for
denial entered by your
State Office.

5. Note: If request was
approved, this section
may be blank.

6. Click on “back.” You will
be directed to the
Training tab.

Name of Training
Location
City
State
Dates of Training
Start Date
End Date
Total Estimated Cost

what is the purpos

How did you discover this training event?

Indicate any additional information about this training

Requested Attendees Role Project

Status < | : |
additional Comments (—E

-

—1e]




8. CNCS Events

8.1. Overview

As a VISTA sponsor, you will be able to search for, view and enroll your members
and/or supervisors in CNCS-derived training events created in the portal.

8.2. Search Events

In order to view and enroll members in an event, you will first need to use the Search
Events tool. You can use this functionality to browse through events or find a specific
event that you want to create an enrollment for. You may narrow your search by any of
the following criteria: Event Name, Event Code, City, State, Start Date, End Date,
Event Type, or Related Project.

Process

1. Click on “Manage Events
in the left navigation e
menu.

SERVICEEEEZ

2. Enter one or more search
criteria to filter your event
results.

3. Click on “search.” A Search Events

Portal Home

Event Search Attributes
Sesrch Potantisl applicants  Please select one or more criteria below to search for CNCS-sponsored training events,
Sarch Subrittied Click hare far halp,
#pplications

Manage Mernbers Event Nare:
Event Code:

Trainse Profile

8 Manage Events

City:

Recruitrent Warkbasket State; “_EI

VISTA Warkbaskst StartDate: | D3 (rm/ddsyeny)

VISTA Raports EndDate: [ || {mendddryryy)
Type: "I a

cancel | search
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4. To navigate between
search result pages (if
more than 10 results are
generated), use the
upper-right navigation.

To view an event in the
Search Results, click the
“Event Name.”

To modify or narrow your
search criteria, click on
“search again.”

6/11/2009, 05:41 PM, EDT

Portal Home
Trainee Profile

Search Potential Applicants

Sesvch Submitted
Applications
Maniage Mambers

VISTA Workbask

VISTA Reports

Event Search Results

Below is a list matching the eriteria you entered. Please select an event from the list below to

wview the detailed information associated with the event.

Glick here for help,

Results 1 Through 10

Leroys mandatory
training

american Idol Finale
Honolulu IST

I am YISTA get me
outta here

Sara's Testing

West Yirginia In-
service Training
State Conference

Learn to Waddle

WY IST-June

-9/2z/z009-Berlin-

IST-07/07/2002-Paris-

TS

IST-06/11/2008-
Hellywood-rv

IST-06/30/2009-
Henalulu-H1

IST-06/03/2009-
washington-wi

IST-07/08/2009-
Chicago-IL

IST-07/14/2008-
Margantomwm -y

IST-07/14,/2009-
Charleston-wi

IST-8/2/2009-
Pondville-HI

18T-06/22/2009-
Charleston-wi

112 Mext

Last

Your search returned 13 results,

Location®

Berlin, wI

Paris, T

Hallywaad, NT

Hanalulu, HI

wiashingtan,
WL

Chicaga, IL
Morgantowr,
wy

Charlestan,
W

Panidville, HI

Charleston,
LAt

Start
Date

9/2z2/09

FATA09

6/11/09

B430/09

6/3/09

7809

714409

FAL4£09

8/2/09

6/22/09

, Coordinator:

Kara klein

Matt Zielsdarf

Taryn

Laurie

Christie

Brinkley

Missy Smith

Michelle Teare

Michelle Teare

asahgoih

Michells
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8.3. View Event

All information entered by CNCS staff pertaining to the event will be displayed on the
View Event page, including basic event information (e.g., Name, Code, Location,
Dates), as well as Event Logistics, Travel Information, Event Financials, and additional
Comments and Instructions. This will also create an enroliment from this page.

Process

1. Continue from Step 5 in
Section 8.2 Search Events
(click the Event Name).

2. Review CNCS event
information entered.

3. Click on “back” to return to
search results.

4. Click on “enroll” to enroll
VISTA members and/or
supervisors serving on
your project(s) in the
event. Continue to Section
8.4: Enroll in Event.

Enroll in Event

Name Training Event Location 1201 Ne:
Code IST_03/10/2008_Atlanta ashingt
Type IST Phone Number

Start Date 6/10/2008
End Date 10/10/200¢

Event Logistics

Event Coordinator

Current Participants 34

Max Participants 40
Deadline for Names 03/01/200
Deadline for Itnerary 0z/20/2008

Deadline for Fiscal Info

Travel Information
Arrive By
Depart After

Youcher Expiration 04/10/2008 Travel Subsistence

Travel Instructions

Event Financials
Travel Order Number 07-pso-1436

View MOD Instructions OR

Comments and Instructions

omnments and Instructions here.

ork Avenue \
gton, DC 20005
16-7533

Prefered Airport Atlanta

Prefered Rail Station Atlanta

o, please ik j

e «—{ 4]



8.4. Enroll in Event

You may enroll any members or supervisors serving on a VISTA project team in a
CNCS event. You can create an enrollment based on project team or select members
and/or supervisors on an individual basis.

Process

1. Continue from Step 4
Section 8.3: View Event
(Click on “enroll”).

2. Review basic information
on the event.

3. Select those members
and/or supervisors whom
you wish to enroll in the
event. You may enroll by
project team or
individually.

4. Click on “cancel” to return
to the View Event page.

5. Click on “enroll” to submit
the enrollment.

6. You will be directed to the
Training tab, and the new
enrollment will appear
under “CNCS Events.”

Enroll in Event

MName Training Event Location
Code 157_03/10/2008_Atlanta
Type 15T Phone Number
Start Date 6/10/2008
End Date 10/10/2008
Who would vou like to enroll in the event? \
O Praject Team Select v
Omembers
Osupervisors
O supervisar Daniel Thomas ~
Anthony Rodriguez
Patricia Lopez
Nancy Perez Al
Mernbers Charles Taylar &
Steven Robinsaon
Susan King
Caral Carter b J

Search for Merbers

Search Events

sohail's Soup Kitchen

1200 New York A
Washingtan, DC z@—)

1201 Mew York Avenus
Washington, DC 20005
Z0Z2-606-F533

Oy

T

[4]—> Ceancel) Cenron)

Recruitment ¥-81 Forms Future Plans Forms Training
CNCS Events
Event # Start :
Name Event Code Enrolled Date End Date’ Location
Trainini Washington
& IST_03/10/2008_Atlanta 34 6/10/2008 ey

Event

10/10/2008
/104, oo

Training Requests {show requests up to ane year old}

Results 1 Through 2

1|2 MNext Last

6 results.
D Event Name # Date Status
1 Leadership Boot Camp S 01/01/2008 pending
11 PeopleCube On-site Training 10 02/01/2008 approved
17 Event 3 & 03/01/2008 denied
[ create training request

]




8.5.

Edit or Cancel Event Enrollment

If you need to update or cancel an enrollment in a CNCS event, you may do so from
the CNCS Events section on the Training tab. You can only edit an enrollment in an

event with a future Start Date.

Process

1. Continue from Step 6 in
Section 8.4: Enroll in
Event.

2. Click on the “Event Name”
under CNCS Events.

3. Click on “enroll” to edit or
cancel the current
enrollment.

- Guide

Enroll in Event

Name Training Event Location 1201 New York Avenue
Code IST_03/10/2008_Atlanta ~ Washington, DC 20005
Type Phone Number 202-606-753

Start Date

End Date 10/10/2008

Event Logistics

Event Coordinator

Current Participants 34

Max Participants 40
Deadline for Names 03/01/2008
Deadline for Itnerary pz/20/2008

Deadline for Fiscal Info 03/01/2008

Travel Information

Arrive By 03/02/2008 10:00 AM Prefered Airport Atlanta

Depart After 03/09/2008 10

00 AM

Prefered Rail Station Atlanta
Youcher Expiration 04/10/2008 Travel Subsistence

Travel Instructions

Event Financials

Travel Order Number 07-

Yiew MOD Ins

Comments and Instructions

mments and Instructions here

If you wish to enroll member{s) and/or praject supervisars in this training event, please click




4. Modify selection of
enrolled members and/or
supervisors as necessary. | "Neme
TO Cancel enrollment Code 15T_03/10/2005_Atlanta

. ) Type =T
deselect all project teams, | siwvipate 10200

Enroll in Event

Training Event Location 1201 Mew York Avenue
Washington, DC 20005

Phone Number 202-606-7533

members and/or End Date 10/10/2008

supervisors.
Who would you like to enroll in the event? '\
O Project Team Select v

Omembers

DSupervisors

5. Click on “enroll” to save

and submit changes to the
enrollment. You will be
redirected to the Training
tab.

Q Supervisor

Mernbers

Anthony Rodriguez
Patricia Lopez
MNancy Perez

Steven Robinson
Susan King
Caral Carter hd

el

Daniel Thomas

Charles Taylor A

]



9. Sponsor Verification Report

9.1. Overview

VISTAs are not required to complete and submit timesheets, nor track hours of service
like AmeriCorps*State and National programs. In order to verify that VISTAs are
enrolled and continuing to serve, VISTA sponsors are required to complete a “sponsor
verification report” every two weeks. Sponsors will receive an email reminder asking
them to visit the portal, print the report, verify the information is correct, and then sign
and fax the report to their state office.

9.2. Process

1.

2. Click on “VISTA Reports”

After you log into eGrants,
you can access the Portal
from links listed under the
“View My AmeriCorps

Portal” box.

in the left sidebar
navigation.

e -9
| a—

Welcome lane B view all
B & Awarded
3 Closed
@ 1 Cancept Papers

B 1 Grantes edit of application or report

B Porrsl Home

I Creating an Application Managing My Account Reparting to CNCS
New Click on tl ks below to sccess common

aceount functions
Continuation/Renewal Financial Report @

My Account B
Amendment @ Y Progress Report @

Equal Opportunity Survey B
Concept Paper @ Pragress Report Supplement @

Welcome

Trainee Profile Please select 3 report type and appropriate criteria below, Then click 'submit’ to generate the
selected report. Depending on the type of report and the criteria selected, your report may
take a few minutes to generate. Please be patient and do not reload the page.

Manage Mambers * Select Report: | -

Search Potential Applicants

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Recruitrnent Warkbasket
SaN Warkbasket

SEN Reporks

asket
B VISTA Reports

yaN




3. Select “VISTA Sponsor
Verification” from the drop
down menu.

Portal Home
Trainee Prafile

Search Potential Applicants

Search Subrmitted
Applications

Manage Members

Invite Members

Manage Events

Manage Programs
Manage Service Locations
Manage Usars
Recruitrment Workbasket
san warkbasket

SEN Reports

VISTA Workbasket

B VISTA Reports

4. Enter the program code in
the field shown. Keep the
report format set as a PDF | ...
and then click submit.

Trainee Profile

Search Patentizl Applicants

Search Submitted
Applications

Manage Members

Invite Mermbers

Manage Events

Manage Programs
Manage Service Locations
Manage Users
Recruitmant Workbasket
saN workbasket

S&N Reports

VISTA warkbasket

B VISTA Reports

5. A dialog box will open
asking you to “open” or
“save” the file. Select
“open” to print the file.

Welcome

Portal Home
Trainee Profile Flease
select:

Search Potentisl Applicsnts
take a

Search Subrmitted
Applications

Manage Members
Invite Marmbers
Manags Events
Manags Programs

Manage Service Locations

Welcome YISTA Reports

YISTA Reports

* Program Code:

Please select a repart type and appropriate criteria below, Then click "submit’ to generate the
selected report. Depending on the type of repart and the criteria selected, wour repart may
take a few minutes to generate. Please be patient and do not reload the page.

* Zelect Report: 'I

* Report Format: FOF =

Do you want to open or save this fils?

s

MName: report.pdf

Type: Adobe Acrobat Document

From:  Fqtmy3.americorps. gow

Flease select a report type and appropriate criteria below, Then click 'submit' to generate the
selected report. Depending on the type of report and the criteria selected, your report may
take a few minutes to generate. Please be patient and do not reload the page.

* Zalect Report;  [WISTA Sponsor Verification =

[ to generate the
ur report may

E page.

o

Whilk files from the Intemet can be useful. some files can patentially
harm your computer. |f you do not st the source, do not open o
savs this file. What's the risk?

submit

Manage Users
Recruitrnent Workbasket
Sa Workbaskat

SaM Reports

VISTA workbasket

B VISTA Reports
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6. After printing, review the 2R RS AN b [hame |y account | _hels |

NATIONALET

file, making any corrections COMMUNITY

glreport[1].pdf - Adobe Reader

File  Edit View Document Tools Window Help
by hand (for example, Y T O] * T

striking through a member

no longer serving).

VISTA Sponsor Verification Report
712309 3:50 PM
Program Code: 0BVSPOR0DA

Sign and fax the report to

your state office.

SERVICE START DATE

Note: The names have
been deleted to protect
member identity.

081512008

o8/15/2008.

081512008

0872472008

o8/15/2008.

DR/1572008

OB/1572008.

OB/1572008.

DB/1572008.

7. You may also save the
final in other formats for
use within your program. el

Portal Home
Trainee Profile

Gearch Patential Applicants

Search Submitted
Applications

Manage Membars

Inuite Members

Manage Events

Manage Pragrams
Manage Service Locations
Manage Users
Recruitment Workbasket
g8 Workbasket

S Reports

VISTA Workbasket

B VISTA Reports

My AmeriCorps Portal User Guide — VISTA Sponsors

you have contazted the State Dffice to provide any.

YISTA Reports

Please select a report type and appropriate criteria below. Then click "submit’ to generate the
selected report. Depending on the type of report and the criteria selected, vour repart may

take a few minutes to generate. Please be patient and do not reload the page.

* Select Report:  |VISTA Sponsor Verification 'I
* Program Caode:  |[08WSPOROD4

* Report Format:
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10. Close-of-Service Process

10.1. Overview and Workflow

The VISTA close-of-service process begins 90 days prior to the member’s expected
completion date. At that time, the member receives an e-mail notification that Close-of-
Service forms are ready to be completed. While the member will typically complete
these forms, the VMSU and State Office have the ability to complete them on behalf of
a member as well. The VMSU or State Office may select to make these forms
available to a member earlier than this 90-day trigger date on a case-by-case basis.

Part A of the Future Plans Form, once completed by the member, is forwarded to you,
the member’s supervisor, for review and signature. After conducting the exit interview
with the member offline, the supervisor completes Part B and electronically signs the
form. It is then sent back to the member for review and signature. Once the member
signs the form, it is sent to the State Office for final approval.

Below is a summary workflow which highlights the Sponsor’s role in the close-of-
service process.

Sponsor conducts
exit interview with

p— member
My AmeriCorps Member Sponsor
Sends e-mail to VISTA Logs into Portal to Receives and reviews
90 days prior to complete Exit Form, FPF in workbasket
completion date Future Plans Form (FPF)
and Member Survey

&

I

\ i -
_VMSU or CS0 _ CcsS0 Member Sponsor
Receives Close-of- Receives FPF in Responds to Sponsor's Completes and signs
Service Request with workbasket; reviews, comments (optional) FPF in eGrants
FPF information and and approvesidenies the and signs FPF
closes assignment as form

directed



10.2. Sign Future Plans Form

Once the member has completed Part A of the Future Plans Form, it will appear in
your Future Plans Forms workbasket for review. Upon conducting the exit interview
with the member (offline), you, as the member’s supervisor, complete and certify the
form. It is then forwarded to the member to review your evaluation and
recommendation and sign the form. The member will have the ability to respond to
your evaluation in a comments box.

Process
1. From the Future Plans FMIeT RS
Forms tab, click on a workbasket

member’s name that has
a status of “Pending
Sponsor Signature.” This
will bring you to the
Future Plans Form for
that member.




Review Part A of Future
Plans Form for
information entered by
the member.

Complete description of
member’s duties and
accomplishments while
serving with your
organization.

Select a rating for the
member for each quality
listed to the left.

Select your
recommendation for the
member upon close-of-
service. For exits,
whether the member is
terminating early or on
time, select “Termination
as your recommendation.

”

Click “certify.”

You will be directed to your
Future Plans Form
workbasket. The status of
the form you certified should
now be “Pending Member
Signature.”

HEP 1D

Expected Completion

.....................

Additional Resources
The following resources are also available through the Resource Center:

Grantee Administrator User Guide (PDF)
Creating In-service Training Requests (PDF)

Tutorials

o General Overview of My AmeriCorps

o Create and Manage an eGrants Account

o User Roles and Management

For additional assistance, you may contact the eGrants Help Desk at:

Phone: 888-677-7849
Email: egrantshelp@cns.gov
Hours of Operation: 8:00am to 6:00pm Eastern time, Monday through Friday.




